QUEST - Employer User Guide

NAVIGATING TO EMPLOYMENT AND WAGE DETAIL REPORTING

Introduction

This section of the document will explain how an authorized user can navigate to
the employment and wage detail functions.

Step-by-Step Instructions:

1. While logged into the employer home page, click on link * Employment and Wage Detail Reporting’
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Employer Information
Employer Account Number: 1000:

Employer Nams: XXOO0C

Employer Home

Emplayer Home
Employer Home

FAQ/ Contact Us
Review frequently asked questions (FAQ's) for the Ul program or Ul
system. Submit inquiries if the FAQ does not answer your question

Account WMaintenance

IMaintain account information including changing legal name, mailing
address, awnersfofficers, reporting units, or reporting status. View the
most recent Tax Rate Motice, authorize TPAS or provide information
regardin

Click here to access employment
and waae detail functions.

Emplovmentand YWage Detall Eeporting

Submit Employment and Wage Detail Reports for this Agency and the
Department of Revenue. View historical Employment and Wage
Reporting information.

Payment Information
Make payments; view account summary, pending payments, processed or
cancelled payments, taxable wages, and FUTA credit information.

Benefit Charge Activities

Wiew Benefit Charges by calendar year and quarterly summaries; claimant
detail summaries; and individual claimant transaction details. Additional
information includes fiscal year summaries with tax rate buydown andfor
merger-acquisition details related to bensfit charges

Correspondence
Search for Correspondence

User Maintenance
Assign or Update user access to Employer account information

2. The following page will appear, listing the available functions. Click on the corresponding link to
access a function.
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Employer Information
Employer Account Number: 100

Employer Mame: Employer

Employment and Wage Detail Reporting

Adlustments
Adjust previously submitted employment and wage detail records

Upload a file of adjustments, or select and modify specific records online.
Mote: Staff may review adjustments under certain circumstances.

Submit Employment and Wage Detail

Submit Quarterly Employment and VWage Detail Records for current or
prior gquarters by using one of four filing methods. Contributions,
Surcharges, Interest, and Penalties will be calculated online through this
process. MOTE: the manual filing method allows up to one hundred
employee records to be entered . If more than one hundred employee
records need to be submitted, use the file upload filing method.

View Employment and Wade Detail History

Yiew previous submissions and adjustments for each individual wage
record submitted. Access current calculations and 12th of Manth
Employment data.

View Gross Wages and Emploves Count History
Search for and view quarterly gross wages and employee count histony

Employment and Wage Report Removal
Remove an employment and wage report that was previously submitted
inerror.

Submit Employment and Wage Detail for Quarters Prior to 2010

Submit the original or adjust a Division of Unemployment Assistance
(DUA) Contribution Report or Department of Revenue (DOR) YWage
Report for quarters priorto 2010, Contributions, other charges, penalties
and interest will be calculated online through this process”

View Employment and Wade Detail Calculation Histony
Search for and wiew historical calculations for quarterly employment and
wage submissions.

View Submission History

View basic information for each original and adjusted wage detail
submission. The data includes the Submission Date and Time Filing
Method, Errors, Mumber of Records Processed, and Gross Wages
Processed.

You are unable to locate the required

maintenance function

You may not have the sufficient privileges to
perform this function. Contact your system

administrator.




